NORTH EAST I. S. D.

WORKERS’ COMPENSATION
CONFIRMATION OF ANNUAL MEETING

 WITH EMPLOYEES AND SUPERVISORS
The district’s workers’ compensation program is self-insured and self-administered.  The administration of the program requires a total team effort of all district personnel.  It is vital that all employees are educated regarding the Workers’ Compensation rules, regulations, and their respective responsibilities.  Risk Management requests your continued support in educating your staff.  Please conduct an annual meeting with your facility’s personnel to discuss the Workers’ Compensation reporting procedures.  A handout is provided on the following pages of this manual for copying and distribution to your employees. 

In addition, meet with all supervisory personnel to discuss their role in the reporting of work related injuries and the subsequent management of their injured employees.  Include all personnel that supervise other employees, such as, head custodians, cafeteria managers, teachers with teacher assistants, etc.  A handout is provided on the following pages of this manual for copying and distribution to your supervisors.

Copies of the handouts should also be placed on a bulletin board in an area of common access to teacher workroom, lunchroom, etc. 

___________________________                                    ____________________________

             Facility Name
                                      Date of Employee Meeting

_______________________


     ________________________

  Administrator’s Signature                              Date of Supervisors Meeting
*Fax to Risk Management at 804-7236 by September 5 of each school year to document that all personnel received the information.

                                                                     C 36
NORTH EAST I. S. D.
WORKERS’ COMPENSATION
INFORMATION FOR DISTRICT EMPLOYEES
The district’s workers’ compensation program is self-insured and self-administered.  The administration of the program requires a total team effort of all district personnel.  It is vital that all employees are aware of the Workers’ Compensation rules, regulations, and their respective responsibilities.

EMPLOYEE’S RESPONSIBILITIES:

    *
Employees are to report all work related injuries to their supervisor (or someone in a supervisory position) immediately regardless of whether medical treatment is necessary

    *
Failure to report an injury in a timely manner will result in the loss of Workers’ Compensation benefits.

    *
Upon notification of an injury, an Employer’s First Report of Injury will be completed and a copy provided to employee.

    *
The Employee’s Rights and Responsibilities under the Texas Workers’ Compensation System and a letter providing some general information about workers’ compensation will be provided to the employee.

    *
Medical treatment will be coordinated with Risk Management by the Facility Workers’ Compensation Coordinator.

    *
If medical treatment is provided, a work release must be submitted to the supervisor and W.C. Coordinator-Paraprofessional, after each doctor’s visit, in order to return to work.

    *
Employees with physical restrictions may be eligible to return to work in the district’s transitional duty program.  The supervisor will make this determination pending final approval from Risk Management.  The Transitional Duty Form will be completed and updated after each doctor’s visit.

    *
Any absence from work due to the injury must be reported to the supervisor.  

    *
 The Facility Workers’ Compensation Coordinators  are:

            ________________________                        ______________________

                      Paraprofessional                                            Administrator

NORTH EAST I. S. D.
WORKERS’ COMPENSATION
INFORMATION FOR SUPERVISORS
The district’s workers’ compensation program is self-insured and self-administered.  The administration of the program requires a total team effort of all district personnel.  It is vital that all supervisors are aware of the Workers’ Compensation rules, regulations, and their respective responsibilities.  

SUPERVISOR’S RESPONSIBILITIES:
· Upon notification of a work related injury from an employee, the supervisor will ascertain  the nature of the injury and the need for medical care.

· If critical or emergency, call 911, alert the school nurse and administration of the emergency.

· If non-emergency, refer employee to the Facility Workers’ Compensation Coordinator-Paraprofessional for accident notification and coordination of medical treatment with Risk Management.

· Establish a procedure to insure that the employee complies with the reporting requirement.

· If medical treatment was provided, insure that the employee provides a work status form from the treating physician releasing the employee to return to work.

· Review the employee’s work status form outlining any physical restrictions to determine whether he/she can be accommodated in the district’s transitional duty program.   Call Risk Management if assistance is needed in making this determination.  Do not send employees home without contacting Risk Management.  Supervisors may not contact the employee’s physician.

· Discuss the restrictions and the specific duties that may or may not be performed by the employee.  Advise the employee to contact you if they have any problems in complying with their restrictions.

· Complete and sign the transitional duty form and provide copies to the employee, Facility W.C. Coordinator-Paraprofessional, and keep a copy for your file.  The coordinator will fax the form to Risk Management at 804-7236 to obtain final approval for the employee to enter the district’s transitional duty program.

· Update the transitional duty form after each doctor’s appointment until a full duty release is received.  Discuss any changes with the employee.  Provide copies as noted above. 

· Insure that the employee complies with the conditions of the transitional duty program.

· Report any absence due to the injury to the Facility Workers’ Compensation Coordinator-Paraprofessional.

